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October 1945 


DESCRIPTION CF DUTIES 

LORENS DEKARD GRAPHIC CLERK JOINT INTELLIGENCE STUDY PUBLISHING BOARD 

The Graphic Clerk has complete charge of all files of maps, photographs, 
line-cuts, engravers' proofs and negatives in the Graphic Section of the Joint 
Intelligence Study Publishing Board, An analysis of her duties fellows* 

JCS Declassification/Release Instructions on File 


DUTIES 

(Listed in order of 
importance) 


DIVISION CF TIME 
(By per cent) 


iO 


ND CHANGE IN CUSS, 
Vi DECLASSIFIED 
€US$. CHANGED TOi 
NEXT REVIEW DATE: 
AUTH: HR 70*2 


□ 

TS S C 


M ml m 


REVIEWER! 0186*1 


/ 


1* Keying Line Cute document no. 

2. Filing of Baps and Line Cuts 

3, Return Artwork 

k. Relatives 

Vl) Getting Ready for Filing 
(2) Filing 

/ 5* Detailed Book Work 
6, Setting up of the various JANIS Files 
7« Clicking in proofs 

8, F il in g proofs 

9, Assisting the Chief of Map Procurement with A.U.S. (Array Map Service) Maps 
(1} Catalogue, (2) Filing. 

10, Chapter completion check up 

11. Filing of JAN1S ’ 

12» Storing of Material not Returned 
13, Taking care of Graphic Section Burn- 
Analysis of preceding list of duties. 

l. Keying Line Cuts. 

are Placed on all incoming graphic line cuts; key numbers are 

£? totted n r if! X t n ° f the CUt tiUe8 i the nu * ber * 

a ? "Copter Reports"; the key numbers are checked 

in the lo f book under "Keying" with the marking of the proper title and the 

figure or making other notations under the 
J™* Jms number i» P«t on back of each figure with the 
lential Ji-MS stamp and the chapter number is marked on each figure. 

+L e «S,f lS ^ r ? ^ in f° 3t ca8 * 8 ) com ® In, in which case one cony is 

s^uSfrlKY lt hM *»y«, „a th. reeling 

2 * Of Maps and Line Cuts. 

wil^be^H W§ S CUt l ai T sort6d determining to which cabinet they 
ztil* *.hm S -if?! d f or filin d* The larger cuts are filed in the laree man case 
?r«nt «#* 8 °F* r ones are placed in a smaller cabinet. In order fo best keen 

Sr^ r ertal T? r ? 80 ttat th » «**» 

• awtion «tlM "Ml. K« P S t* S|s l 3ook <, ih.™ThJ 1 'cil,L5t V pii2 S ^i ml 
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Specific drawer in which each figure is to be filed is given. In order to 
f ac il i tate the uso of the file I have made Chapter Envelopes for the large line 
cute ueing then in the nap case© for the separation of the various chapters. 

3. Return Artwork. 

When the originals are to be returned to the contributors they are reaoved iron 
the file and sorted, determining which address each figure will receive. To avoid 
later problems of determining specific location of each piece of material after 
leaving the file in case of <|uestions that might arise pertaining to any of those 
figures, I have sot up a Return Artwork book. In this book a record is kept of 

figure being returned, the key'maaiber given, the date in which it is returned 
to whoa sent. A general check of this material is also made in a Classified 
Register whereby the date of sending is recorded, to whom sent is given, the type 
of material given, and number of cuts listed. Then the material ie wrapped, marked 
confidential, wrapped again and addreeeed for the courier. 

4 * 

packages are opened, and the negatives checked against the receipts* Then 
the tape ami paper are reaoved, after rrhich they are sorted for filing* They 
are then filed in the cabinet assigned for that particular JAfTIf negatives. 


$♦ Detailed Book Work# 

flepk work is mentioned under ^Ke^ying Lin© Cuts**, ^Filing of Maps and Line Cuts", and 
Artwofk^^ as (1) enter© the key numbers in the log book tinder Chapter Reports, 
mud checks the key numbers in the log book under keying* with the marking of its 
proper title, and writes the title of the figure or makes other notations under the 
Remark# Column. %2) I have inserted a section entitled '’Pile Check” in the Log 
Book where the CaSJnet pile Hunker and Specific drawer in which each figure ie to 
be filed is given. (3) I have wet up a Return Artwork book. In this book a record 
ie" kept of each figure being returned, the key number given, the date in which it 
U returned and to whom sent. A General Check of whoa sent. A General Check of 
this material le also made in a Classified Register whereby the date of sending ie 
recorded, to whom sent is given, the type of material given and the number of Cute 
lie ted . I also keeg> a record of the progression of Caption Lists, idien the originals 
are received, number of copies "received, date of receipt of these, date copy goes 
back to Editorial Section, and the date final copies are received. 


6, Setting Op of the Various JAMS Files. 

during the latter part of each aonth material© in the files are changed 
nun rearranged In order to make room for the incoming JAffIS. Old materials are 

out and originals of those returned to contributors as stated in a previous 
paragraph. Other material is discarded or stored. The new file (file for new 
JASMSl is checked. The phases checked are file separation sheets, numbering of 
File Separation Sheets, folders for lists of captions, folders for engravers proofs. 
Haw folders and separation sheets are Inserted where needed. The envelopes for the 
larger cuts are cheeked and now ones made when necessary. Sometimes the JAMIS 
tstsahers have to be changed on certain File Folders, Separation Sheets, and the 
Chapter envelope a. I also get the Log Book set up for the incoming JAMS with the 
entering and indexing of the following sections: (a) Cd^tons, (b) Chapter Reports, 
/©) ©S3 Saps, (d) Plans, (e) Bases and Overlays, (f) How Jha&ere, (g) BGK List, 

(h) File Chec k and (i) Irregular Keying. 


?. Cheeking in Proofs. , , , . , _ .. 

Wmm reproduced cuts of each original, with the original, are received from the 
easrellrs . Some ti mes niys roua cuts are reproduced on one sheet. In this case the 
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0U J ai ’? rt aI ' Vr ” hich ““•* » r « “totxxl "lth tl» originals. 

filing, this key LSar ls irtttm ra tta^faoo Chapt ®f” toT ' h *<*ing and 

oornar - vith - »nttan on the face of aaoh angrayor's proof-right hand 

dtacrapancioa raXtlj ■ r "« 1 P t U-et ™1 W 

Section" Alvina chST™,.-*!??! oh * ak ® d 111 the 3ook under "Citopter Reports 

It f? ? J 'v* 011 ““T "“vm*" »«^ion also »ith data raoaivad. 

at ,h.m ^“ p P? n 113 k *“• *>•<» rooalvad, I nark the figure lumbers on the outs 

CbapS? S‘ , “ cn w Of- I ’“‘it until the collation of the 

sc (Travers 5 ~bn for y idt Particular chapter hays been receivatl fro* the 

receipts L taJdSrtE b ' f °” *" 0h ”‘“ d 

Se Filing Proofs. 

PfeoSrSkMt^^i fr0 ® «» checked against the originals, since the 

In OU \ t * he ordar8 for pavers, he helps me with this cocking 

eases a few of the cuts are sent back to engravers for maskin g. The other g 
igurea are Placed in the correct chapter folder and filed In the pro^fr UAHIS file. 

9 * (lfcatSo6W. Chief ° £ MaP I>rocm ’* aWnt with a^.S. (Ar^v Map Service) Laps. 

(2) Filing? 

b69Ii asai * n ® ci ®» to keep one of the A.U.S. Index Catalogues un to date 

destroyed* *»!! constantly being inserted to replace old ones that are removed and 

tS^SHi^ f? ot « ar ? *«* *» to be inserted for the firTtiTTill 

nportidf 2rSlT in ° t ““ hiecrepanclaa not^ and 

. .* m receipts are signed* one kept for our reference and a copy trans- 

SEu^ttaSj^a. 1 ta ” r °* rr “« Ki «" Cctalogua, indaxing it, etc. 

At various times I help with the filing of the A.K.S. maps. 

10. Chapter Completion Check-Up, 

UHLS 1 , °* *£* ***“*? or Uie fast figures for the particular chapter or 

cScked^Miitrfc^/?^^ £TOa Ui * angravwr8 » tha figures for th/chapter are 
bSn mfrkfd^ri^ 8 ° f figureo an ttae Caption list. My cuts that have not 

Previously .ire now narked with figure numbers and one copy of each 

f i» to the production section for the Dummy Set-Up. The Chapter Sditor 

r«!iSS !f *”fT »™ ofa !or hi ® Cluster from our file when ?e^o^ted. 

The remaining engraver’s proofs remain in our file, ^ 

11. Filing of JAKIS. 

Upon receipt of the completed JAIilS’* tues.» are filed. These come in w 

ofSn 8 to a«rthff th ? b * OGcaaionMl ^ constant. This file i/checked 

often to see that everything is in place and nothing missing. 

12# Storing of material not lie turned. 

Xat tor part of the month, when a general survey hr 
«»4e of the file, the old photos are taken out of the file. These are sorted bv 

%j»e are ke^t in storage until we have & request for these from contributors. 

The old log books and caption lists are also placed in a file in tiL bas^nt! 

13. Taking Care of Oi*ap|iic Section Him. r 

mirni the old material is removed from the file, any engraver’s pro^fe remaining 
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are %<> be destroyed. Sene extra printed copies of other old Material and trans- 
parencies also go into the pile for destroying. All these are cut into small 
pieces put into paper bags, sealed and marked "Burn”. I take care of any of 
the other bum material of Graphic Section handed to me. 


Respectfully submitted. 


Lorene Denard 
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